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1-2.1 PURPCSE

The environnental health and engi neering program (EHE), |ndian Health
Service (IHS), routinely devel ops guidelines and procedures related to
various environnental health and engi neering topics. These guidance are
conpiled in a conprehensi ve Techni cal Handbook for Environnental Health
and Engineering in an organized formfor easy reference and use. This
Chapter sets forth pertinent information regardi ng the organization
devel opnent, mai ntenance, and distribution of the handbook

1-2.2 SCOPE OF THE HANDBOXK

The Techni cal Handbook for Environmental Health and Engi neering consists
of a series of separately issued "volunmes". Each volune deals with a
speci fic EHE program function. The volunes are as follows:

A Volunme | - Adninistration provides infornmation concerning EHE
organi zation, mssion, goals and objectives, data infornmation
systens, reporting systens, automation, and ot her genera
environnental health and engi neering activities.

B. Volune Il - Health Care Facilities Planning provides informtion
and gui dance concerning requirenents for validation of workl oad,
justification of program needs, project prioritization, space
planning criteria, staffing, operating costs, site selection, |and
acqui sition, and other information necessary for the approval of
health care facilities construction and for devel opnent of cost
estimates for inclusion in |IHS budget requests.

C. Volune 11l - Health Care Facilities Design and Construction
provi des gui dance and procedures for the design and construction
of health care facilities and quarters. Included are requirenents

for feasibility studies, conceptual designs, prelimnary designs,
drawi ngs and specifications, contract bidding docunents, and to
secure architect/engi neer services.

D. Volunme 1V - Real Property provides information and gui dance on
procedures to direct, coordinate, and evaluate real property
prograns. This includes accountability activities for federally
owned real property and IHS direct | eased space. It also
di scusses wor kpl ace nanagenent and provi des technica
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interpretation of the laws, regulations, policies, procedures, and
practices in real property managenent.

E. Volune V - dinical Engineering provides procedures and practices
in the application of clinical engineering technology to support
direct patient care. It addresses the requirenments for clinica

equi pnent i nspections, tests, calibrations, repairs,
hazard/recall/alert notification, preventive maintenance, and

el ectrical safety. It also discusses user training for the safe
use and application of nedical devices, and the sel ection and
eval uation process for purchasing clinical equipnent.

F. Volume VI - Facilities Engineering provides procedures, practices,
and technical requirenents to follow in planning, coordinating,
and i nplenenting day to day operations of facilities naintenance
and repair programs. Topics include heating, ventilation
preventive nmi ntenance, energy conservation, repairs and
i mprovenents to real property and non-clinical personal property,
and operation of steam air conditioning, water, and sewage
pl ants.

G Volunme VII - Sanitation Facilities provides procedures, practices,
and technical requirenents for planning, design and construction
of sanitation facilities.

H. Volunme VIII - Environnental Health Services provides procedures,
practices, and processes for planning and inplenenting a
conpr ehensi ve conmuni ty-based environnental health services
program

l. Volunme 1 X - Environnental Managenent provi des procedures,
practices, and processes for providi ng nanagenent support for EHE
headquarters and Area operations.

J. Vol une X Engi neering Services provides procedures, processes and
practices for the engi neering services offices.

Wthin each volunme, related "parts" are grouped into appropriate subject
categories. Chapters are used to further subdivide parts into rel ated
t opi cs.

1-2.3 AUTHORI ZED FORMS OF | SSUANCES

Al information distributed in the handbook (Volunes | through I X),
i ncludi ng changes and transnittal notices, shall be issued by the
Associate Director, EHE, IHS. The types of issuances are as follows.

A. Handbook | ssuances - Handbook i ssuances provide information
interpretation, guidance, and procedures related to the IHS health
facilities engineering program Collectively, they conprise the
ni ne vol umes of the handbook. Each issuance will be issued as
conpl ete part(s) or chapter(s). Pages will be dated and include
the transnmittal notice number on each page.
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C. Changes - Changes are issued to anend, nodify, replace, expand,
clarify, or cancel material previously issued in the handbook

Changes will be dated and include the transnittal notice nunber on
each page.

D. Transnittal Notices - Al handbook i ssuances and subsequent
changes will be issued by transmittal notice. Since the
transnittal notices will be nunbered consecutively, any gaps in
the nunbers will indicate mssing issuances which can be obtai ned

from Headquarters EHE, or the appropriate Area Ofice.

Transnittal notices should be filed in reverse chronol ogi cal order
behi nd TAB B of Volunme | of the handbook. Menoranda will serve as
their own transmittal notice and may be renoved fromthe file
after appropriate changes are issued by a transmittal notice.
Exhibit 1 presents the format of a sanple transnmittal notice which
i ncludes the followi ng information

° Transmittal notice nunber - This nunber is used to track al
suppl enent s and changes issued to the handbook. Transnitta
notices issued during and after FY 1994 are nunbered
sequentially beginning with 1. Transnittal notices issued
before FY 1994 are nunbered sequentially within each fisca
year and for each vol une.

° Background - Provides a brief explanation of the materi al
attached to the transmttal notice, and the date and
signature of the issuing authority.

° Material transmitted - Lists the title and referencing
sequence (i.e., volune, part, chapter, section, page, etc.)
of the material attached.

° Pen and ink changes - Instructions are given for minor
corrections or changes to the handbook which are easily
acconplished by a pen and ink edit. This section is onmitted
if there are no such changes.

° Mat eri al superseded - Lists the title and referencing
sequence (i.e., volune, part, chapter, section, page, etc.)
of handbook material (including appropriate transnitta
notices) superseded by this transnmittal notice. |If no
material is canceled, it is indicated by stating "none"

° Handbook mmi ntenance - Lists the instructions concerning
addi tions, deletions, and other pertinent handbook
mai nt enance i nformati on.

1-2.4 DI STRI BUTI ON OF | SSUANCES

The originating branch or division is responsible for the preparation of
handbook i ssuances, including supplenents and changes. Division
Directors are responsible for assuring that appropriate personnel have
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an opportunity to review and comment on draft handbook materials before
they are rel eased as final handbook issuances. Coments concerning

exi sting handbook issuances are encouraged and should be sent in witing
to the appropriate division Drector.

To control handbook distribution, the Program Devel opnent Branch, DFPC,
shal | distribute the handbook, and all subsequent suppl enents and
changes thereto, to the foll owing key Area and Program offi ces:

° Associate Director, EHE, at each IHS Area Ofice;

° Facilities Engineer at each |HS Area Ofi ce;

° Director, Sanitation Facilities Construction, at each Area Ofice;
° Director, Environnental Health Services, at each Area Ofi ce;

° dinical Engineer at each Area O fice

° Real Property O ficer at each Area Ofice

° Health Facilities Planner at each Area Ofice;

° Director, Environnental Managenent Branch, Headquarters West,

Al buquer que, one copy;

° Director, Engineering Services, Dallas;

° Director, Engineering Services, Seattle;

° Manager of health prograns | HS Headquarters East;

° Manager of pl anning

° Manager of the environnmental health program Headquarters

° Division Director, Division of Facilities Managenent, EHE, |HS;

° D vi si on D| rector, Division of Facilities Planning and
Construction, EHE, |IHS;

° Division Director, Division of Environnental Health, EHE, |IHS; and

° all EHE Branch Chiefs at |HS Headquarters East.

It is the responsibility of the Area/Program offices to distribute

appl i cabl e handbook parts to other offices as determ ned necessary,
e.g., to Service Units, tribes, and other prograns. The Headquarters
di vision directors specifically are responsible for ensuring that copies
of the Handbook are distributed to other IHS prograns that may require

t hem
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EXH BIT 1 - TRANSM TTAL NOTI CE

TRANSM TTAL NOTI CE TN - 2

BACKGROUND:

This suppl enent establishes "Part 3 - Technical Handbook
| mpl enentation”, in Volune | of the Technical Handbook for
Envi ronnental Health and Engi neeri ng.

Dat e [ NAMVE]
Assi st ant Surgeon Ceneral
Associ ate Director, CEHE

MATERI AL TRANSM TTED

1. Part 3 - Techni cal Handbook | npl enentation
2. Revi sed Master Table of Contents dated 1/30/92

PEN AND [ NK CHANGES

(I'nsert instructions for mnor corrections. Omit this
section if there are none to be nade by this notice.)

MATERI AL SUPERSEDED

1. Mast er Tabl e of Contents dated 1/13/92

HANDBOOK MAI NTENANCE

Insert Part 3 in Volune | behind the "Part 3" divider.
Make 5 copies of the new Master Table of Contents.
Repl ace the Master Table of Contents at the front of
each Volune with the anended versi on.

Pl ace this notice in Volume | behind TAB B.

ko whe
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1-2.5 HANDBOCK FORVAT

The format of this handbook issuance (Chapter 1-2) is illustrative of
the format to be utilized throughout the handbook. This format is

i ntended to be consistent with popular mcroconputer word processing
prograns, e.g., WrdPerfect.

A

Ref er enci ng _System - The referencing system used for the handbook
(as illustrated in this issuance) is identified by nuneric and
al pha designations in the foll owi ng decl ension and form

Vol unme

Part 1

Chapter 1 (Large, Bold, Underline)

1-2.3 Section 3 of Chapter 2, Part 1 (Large Bold)

A. First |evel subdivision of a section
(1) Second | evel subdivision
a. Third | evel subdivision
° Bul | et

In the handbook, "section" refers to the first |evel of
categorization below the chapter |evel, while "subdivisions" are
t he subsequent | evels of breakdown bel ow sections. Section
nunbering includes the part, chapter, and section nunber with the
part and chapter nunber separated by a dash (-) and the chapter
and section nunber separated by a period(.) as illustrated above.
A new subdivision tier is created only when there are at | east two
uni que categories in that tier. For exanple, if a chapter
contained only one section, it would be prudent to incorporate
that chapter into another closely related chapter and nake the
original chapter one of the sections in the consolidated chapter

"Bull ets" are used for lists of related informati on where each
itemin the list is reasonably concise w thout |engthy

expl anati on, and where no sequence or priority order is required
for the bulleted itens. Bullets may be used from any subdi vision
| evel in the docunent, i.e., a bullet list may be used fromthe
section |l evel or fromany subsequent subdivision |evel.

Paper Size - Standard paper size for issuances will be 8-1/2
inches by 11 inches. The orientation of the printed text on the

page will nornmally be portrait node. Wen | andscape node is
required for clarity in presenting information (figures, tables,
exhibits, etc.), these pages will be inserted in the handbook such

that the data reads (top to bottom when viewed fromthe right
si de of the handbook

Margins - The default margins are one inch on both the |eft and
right sides. Qher settings can be used for figures, tables, and
exhibits if required for data to fit on a page. Since the

i ssuances will be hole punched and inserted in binders, every
attenpt will be nade to naintain margins that will prevent data
from being | ost or obscured.
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The top and bottom margins are set at one-half inch. Because a
portion of each page is occupied by the header and footer, the
di stance avail able for actual text is about 8-1/2 inches.

D. Page Nunbering - Pages for each "chapter" will be nunbered
consecutively. The page nunber will include the part, chapter
and page, with the part and chapter nunber encl osed by parenthesis
() and separated by a dash (-). The page nunber will be separated
fromthe part and chapter nunber by a space. For exanple, this
page in Chapter 2 of Part 1 would be (1-2) 7. The autonmmatic page
nunbering system avail abl e on word processi ng prograns provides a
conveni ent nethod to incorporate page nunbering into a docunent.
Page nunbers are centered at the bottom of the page.

(1) Lower case Roman nunerals (i, ii, iii, iv, ...) are utilized
for page designations occurring before the main body of the
docunent (title page, foreword, abstract, table of contents,
acknowl edgnents, etc.).

(2) Arithnetic nunbers (1, 2, 3, 4, ...) are utilized for page
desi gnati ons of the nain body of the handbook. The first
page of each chapter is assigned as page one. Each page
nunber is preceded by the chapter nunber, for exanple, 2-12
is page 12 in Chapter 2.

a. Portions of the issuance which foll ow the main body of
a chapter (exhibits, tables, etc.) are continued in the
same nunbering sequence without starting over.

b. Most i ssuances to the handbook will be printed on both
sides. The mmin sections (i.e., chapters, appendices,
etc.) within a part will begin on the right side when
opened |i ke a book, they will always begin with an odd
page nunber. Because of this, the | ast pages of sone
sections may be intentionally |eft blank.

E. Headers - Headers are provided as shown in this docunent. The
first header line is the title of the handbook, i.e., "Technica
Handbook for Environnmental Health and Engi neering.” The second
line of the header is the volune nunber and volune title, while
the third line contains the part nunber and title of the part.

F. Footer - The footer contains the date of the issuance (Il eft
justified), the page nunber (centered), and the transmittal notice
nunber (right justified).

G Title Page - Each handbook part will have a unique title page
The first line of the title page is the title of the handbook
i.e., "Technical Handbook for Environnmental Health and
Engi neering." The second line is the volune nunber and vol une
title, while the third and fourth |ines contain the part nunber
and title of the part. The contents of the title page are
centered on the page and both the header and footer are
suppr essed.
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H. Table of Contents - A table of contents is used to assist the
handbook user in locating required information. Two tables of
contents will be nmaintained in the handbook. All issuances wll

include instructions regardi ng necessary revisions to these tables
of contents resulting fromthe issuance.

(1) Part table of contents - A table of contents is provided for
each handbook part. It is filed between the cover page and
the first chapter of each part. The table of contents
normal ly lists the title of the part, chapters, and
subsequent sections thereof. It also lists infornmation which
is appended to the Part. Page nunbers are provided for al
table of contents entries.

(2) Master table of contents - The consolidation of the part
table of contents for all six volunes results in the nmaster
table of contents for the entire handbook. This naster index
lists only the volune, part, and chapter titles. Page
nunbers are not |isted, because each part is filed behind a
separate index tab with the sane nunber. A naster table of
contents is filed at the begi nning of each vol une.

l. Fiqgures, Tables. and Exhibits - Figures, tables, and exhibits
present information directly related to the text in a graphica
and/or tabular fornmat, or are exanples used to illustrate or add
to a situation depicted in the main docunent. Wen reasonabl e,
these are inserted into the docunent as close as possible to the
relative text. Wen the data is extrenely lengthy, i.e., a node
docunent or a series of tables, it should be |ocated at the end of
t he appropriate chapter

J. O her Settings
° Left justification only.
° W dow/ or phan protection is active.
° Li ne spacing is one.
° Tabs are set at “%inch intervals.
° Initial base font is 11 point Courier
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